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lO'What is the function of the offlce in which this record series is created?

Mental Health Hespitals prov:Lde a clinical and administrative framework within th.ch appro-
priate treatment programs in one or more of the following categomes mental

illness, mental retardation, alecholism or drug abuse, can be mplemented for persons
needing these services. In conjunction with the service programs certain institutions

may also carry out programs in training or research, or both, in one or more of the

above mentioned categories. :

The Psychology Department of a Mental Health Hospital is responsible for the
psydmologlcal evaluation of patlents to include an assessment of mtelllgence, per'sonallty
traibs, diagnosis and recammendation for treatment and disposition of patient.
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THIS IS AN AGENCY WIDE COMMON STANDARD

11. This file conta1ns the following documents (include form numbers and tltles, if any, :
and file arrangement ). . ‘ _ _

Documents relatmg to the psychological evaluatlcm of patlents and recomendatlons for
treatment or disposition of patient. '

Included may be .WISC Record Form, WAIS Record Fom, W:Lde Range Achlevement Test, The
7 MPI anser sheet and prof:.le MSH #455, Psycliological Eonsultation form, .
_ “ " CSH #508 Psychology Department Progress Note Interview form (mimeogra hed)
.- Psychological Screening Report (muneographed) Kincannon (mimeographed),
- . Bender Gestalt Test Score sheet; and Lmderaged screenmg form, (and many
‘other tests are used occas:l.onally )

The file is arranged alphabetically by patient.
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T.ACTION REQUESTED : )
ESTABLISH DISPOSITION STANDARD; DISPOSE oF PRESENT ACCUMULATION; -
RECORD WILL CONTINUE TO ACCUMULATE. NO FTURTHER ACCUMULATION ANTICIPATED,.
8. Earliest & Latest 9.Exact Series Title
Dates of Series

1951 - date PSYCHOLOGY .GASE FILES (Agency Common. Standard) - i "
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F QUESTIBNNAI RE Place l‘:‘!:"::'-llnltho praper eo]u-T 1f ansver ie "‘IES."‘ please explain R - YES :_—&6—”
13. Is this the Record Copyfof the series? . ‘ 0 U
14. Is there a duplication of this series in another office or ageney? . [ 1 [
15. Is the information contained in this series ever summarized or publlshed9 [ ﬂ [ 1]

Attach copy of summary or publication. :
16. Does the seriés contain classified information’ requiring securlty handllng? Id. 01
17. Does the series 1n1t1ate, amend or terminate agency policies and procedures? .W;f 11 ¥
18. Could the function be peffdrmed if the files were lost or destroyed? [1 [
19. Is the series (or major poftion of it) regularly microfilmed? If yes, why? [ ] t )%
20. Does the record series provide data as input to an EDP file? . (] [
21. Does the record series contain documentation produced as EDP printout? ) [ ] [ X
22. Has the Federal Government ;ssued instructions governing the retentlon/dlspo- 1 [0

sition of these f11es9’

23. Wlll there be a need for these records 10, 15 years from now? If yes, wha£7 x1 [ ]
ok, REQUIREMENTS  The following ré@uires'the'files to be‘képt an ‘years:

a.[JSTATE  b.[]STATUTE OF . c.[]AUDIT  d.[]FEDERAL e.f]ADMINISTRATIVE  f.[]JHISTORICAL
LAW LIMITATION PERIOD ' LAW ~ ~ DECISION .~ - VALUE
: ' (Czte Law, Statute, or other reason fbr the retentvon requzrement)

To aid in research and to be in conformance with patient medical records.

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR ~[]FISCAL YEAB -X]OTHER SEE_RELOW _ ,then:

] Hold in the current files area * month(s)/ year(s):

T} Transfer to {1 State Records Center 1] ‘Local Holdlng Area, hold year(s)

] Destroy. - ‘ E N

] Transfer to State Archives for permanent retention. ~ M',f PR

] Destroy immediately after cut-off. . o o
x] Other: (Specify) _ When patient is dismissed or dies, place all papers in the
mactlve file; then ocut off the inactive file at the end ¢f each calendar year, then
hold in current files area 2 years:; then transfer to Local Holding Area, hold 5 years
then transfer to the State Records Center, hold 28 _years; then destroy. Earlier
destruction in lieu of transfer to Records Center is authomzed at the dlscretlon of
h05p1tal superintendent.
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fIndzcate briefly rationale for recommendations above/or write additional remarks) :
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‘Wnat is the function of the office in vhich this record series is created?

Mental llealth lespitals phovmn a clinical and administrative fmﬁbwom within whlch appro-~
pr‘Ja‘Le treatiment programs in one or more of the following categories: mental

1llrncss, mental retardation, aleohclism or drup abuse, can be :umlemean.d for perscns
neechnr* these services, In conj;uncuon with the service Programs certain institutions

may ‘also carry cut programs in training or research, or both, in one or more of the
above mentioned categories.

The Psychology Department of a Mental Health Hospital is responsmle for the

psychol oir: cal evaluanon of patients to include an assessment of Jﬂtelllﬂcl'lCL-, persor ality
traits, diagnesic and recommendation for treatwent and disposition of patient.
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1. This file contains the following documents (;nclude form numbers and tltles, if any,
and file arrangement). ‘

Documants relating to the puyc] lOlOf’lCal evalvation of pa‘tnents and recomendations for
trestiant or dispesition of patient.

Included may be: WISC Record Form, WAIS Record Fonm, W;Lde Pange Achievement 'lest The
. .MPI ensvier sheet and profile, MSH #1455, Psychological Bensultaticn form
. CSH {508 Psychology Departwent Progress Note Interview form (mime C)gl"dphvd)
- . - Psychological Screcning Report (mm@ogranhcd) Kincannon (mimeopraphed),
= . - Bender Gestalt Test Score sheet; and underaped screening fon"., (and r..,ny
other tests are used occasional 1v )

The file is arranped alphabetically by patient,
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13. Is this the Record Copy Pf the series? sl i ]
1k, Is there o duplication of this séries in anolher oi‘fice or agency? [ ] [ 4
! . !' }
15. Ts the informotion contained in thid series ever SUJ"de“lz,e\l or published? [ [ 1.
“Attach copy of summary or publication.
16. Docs ihe series. contaln classified information requlrmg uc.cumty handling? | )d [ 1 .
Y7. Does the series initiate, amend or terminate agercy policies and procedures? [ ) [
18. Could the function be performed if the files were lost or destroyed? I Y ,
19. Is the series (or major portion of it) regularly mlcroh]med‘? If yes, why? (1 1y
b ) i
20. Doecs the record series provide data as input to an EDP rile? [ ] [
N . - “ i
21. Dces the record series contain documentetion produced as EDP printout? I N, '
. i
' |
22. Has the Federal Government issued instructions governing the retentlon,dlupo- [} i3
sition of‘ these Tiles? o ;
23 Will Lherp bp a need for these records 10, 15 years from now? If yes, what? ) [ ‘
- 2k, REQUIRE!“-:ENTS. The following requires the files to be kept_  an  years: i
a.[JSTATE  b.[]STATUIE OF c.[JAUDIT  d.[)FEDERAL  e.{)AMINISTRATIVE  f.[ JHISTGRICAL f
LAW LIMITATION PERIOD LAW DECISIGH VALUE ;
o (Cite Law, Statute, or otherf reason for the retention requirerment) :
' To aid in research and to be in conformance with Datzent medical records, j
25, AGENCY RECOMMTHDATIONS. 7his ':e—g'c;ﬁ:‘?}'rf:écmmenoa that the file series be cut off &l ine end
of cach -[]CAJJENUAB YEAR -] JFISCAL YEAR. ~}JOTIER o STEBELOM. . sthen: !
[ ] Hold in the current Tiles area__ 1 month( )/ . \,rear(s)
[ ] Transfer to [ ] State Records Cenier [ ) Local Ho]dlng Area; hold__ year(s):
[ ) Destroy.
[ ] Transfer io State Archives Tor permanent retentlon.
[ ] Destroy immedietely after cut-off. - '
[X] other: (Specify) When patient is dismissed or dles place all papers in the
:mactn.ve file; then cut off the inactive file at the end of each calendar year, then
hold in cmment files area 2 years; then transfer to Local Holding Area, hold 5 years
then transfer to the State Records Center, hold 28 years; then destroy. ELarlier
destructicn in lieu of trensfer to Pecorus Center is authorized at the discretion of
“hospital superintendert.
(Indicate briefly rationale for recommendations above/or write additional remarks):
______ o N .
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